
IDT Lodging Reimbursement 

A Quick Guide from HQ RIO 
When performing IDTs, members are authorized reimbursement for lodging for the night prior to the 

first IDT through the morning of the last IDT.  Follow these steps to submit for reimbursement.  You 

should use your government travel card for lodging expenses.  

DURING YOUR STAY: 

¶ Make sure to get a detailed receipt for your lodging.  This should include the name and location 

of the lodging, your name, rate charged per night, the dates of your stay, and a break down of 

any taxes charged. 

¶ Keep in mind that some states exempt military on official travel from lodging taxes.  If this applies 

to your lodging location, you can be a good steward of tax dollars and not pay the tax.  For a list 

of states that are exempt and what forms you need to give to the hotel, CLICK HERE.  Some     

hotels will request orders, which you arenôt on.  In that case, youôll need to pay the tax.    
 

DOCUMENTS NEEDED FOR REIMBURSEMENT: 

¶ You will need the following documents to submit for reimbursement: 

Ý  An OF1164 signed by you and your RegAF supervisor 

Ý  A detailed receipt of your lodging charges 

Ý  A printed ñautomatedò 40A showing the IDTs you performed 

Ý  A COLOR screen shot of your UTAPS calendar showing those IDTs as BLACK (paid) 

       ONLY IF NECESSARY é 

 

 

¶ See page 4 for a sample OF1164.  You can download a blank, fillable OF 1164 HERE.   

¶ Printing your 40A from UTAPS: Once youôve worked your IDTs, go into UTAPS and mark those 

days as ñworkedò (they will turn GREY).  Your supervisor will be notified via email to mark them 

paid, then they will turn BLACK.  You must wait for this step before doing the following: 

1.  Go to REPORTS and select AUTOMATED FORM 40s 

2.  You will see a screen that shows 

 your name 

3.  Click the + next to your name to 
 expand the selection 

4.  Scroll until you see the 

 dates for the IDTs  

5.  Select the FIRST IDT 

 period for the                  

 reimbursement period                                                          

aƻǊŜ ƛƴ-ŘŜǇǘƘ ¦¢!t{ ƛƴǎǘǊǳŎǝƻƴ Ŏŀƴ ōŜ 

ŦƻǳƴŘ ƛƴ ǘƘŜ ¦¢!t{ vǳƛŎƪ DǳƛŘŜΦ   

¶ an MFR from your Det or 

RegAF CC for an extra night 

(more info on page 3) 

¶ a non-availability statement 

from on-base lodging if you 

had to stay off-base 

¶ an FMS 2231-Direct Deposit 

if itôs your first time filing for 

IDT reimbursement as an IR 

https://www.gsa.gov/travel/plan-book/state-tax-exemption-information-for-government-charge-cards
https://www.gsa.gov/Forms/TrackForm/32639
http://www.fiscal.treasury.gov/fsservices/gov/pmt/eft/2231.pdf


https://www.arpc.afrc.af.mil/Portals/4/DRIO/RIO-Lodging-Reimbursement-TEMPLATE.pdf?ver=2016-06-23-092152-930
https://mypers.af.mil/app/dynamicforms/display/form/268
https://www.arpc.afrc.af.mil/hqrio/IRTravel.aspx




1179055119V
Highlight

1179055119V
Highlight

1179055119V
Highlight

PrincessBee
Highlight

PrincessBee
Highlight

PrincessBee
Highlight

1179055119V
Highlight

1179055119V
Highlight

1179055119V
Highlight


